





HATS OFF—TO SECRETARIES 


by Mrs. WALTER FERGUSON 


The baby of feminine organizations is the Na- 
tional Secretaries Association. It’s only five but 
growing fast, and has a three-fold purpose. 


(1) To give varied contacts and social activi- 
ties to its members. (2) To encourage women 
to increase their skills and pull together for more 
adequate salaries and for recognition and prestige 
without which no worker feels either successful 
or content. (3) To provide a national employment 
service which will give members a greater feel- 
ing of direction and security. 


Two hundred chapters are already in existence, 
extending over a wide area of the United States. 


At the moment I can think of no one who has 
deserved more consideration and has received so 
little as the office secretary—usually a woman. 
For a long time her services have been taken for 
granted not in terms of money perhaps, but she 
has never been given credit for her part in the 
functioning of business and the professions. 


Many an executive owes a great deal of his 
success to an efficient secretary. No business can 
thrive nowadays without one. Some have failed 
for lack of a good one. 


Take congressmen, as an example. They are 
able to look after government business, only be- 
cause in their office there are so many smart 
women who attend to their personal affairs, soothe 
the constituents, and keep their political fences 
in repair. Some of these women I've met know 
more about pending legislation than the legis- 
lators—and a few show more intelligent compre- 
hension of national affairs. 


Since ours is an organizational age when mil- 
lions of people have improved their living stand- 
ards and increased their business opportunities, 
by means of group action, I am glad to see the 
secretaries finally mobilizing in their own in- 
terests. I believe one thing can be truthfully said 
of them—their past individual loyalties will be 
carried over into their group behavior—a com- 
pliment which cannot be paid to all organizations. 


—GUEST EDITOR 
Courtesy Scripps Howard Syn. 
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NSA VACATION RESORTS 


At these renowned resorts attractive discounts of 10% 
tu 25% have been arranged for all secretaries wearing 
the NSA emblem or presenting an NSA membership 


card, 

MARSHDALE LODGE 
Evergreen, Colorado 
VILLA D’ESTE HOTEL 
Miami, Florida 
TARRYALL RIVER RANCH 
Manitou Springs, Colorado 
OLD HEARST RANCH 
Pleasanton, California 
HOTEL PILGRIM 
Plymouth, Massachusetts 
NOISY WATER LODGE 
Ruidoso, New Mexico 
BELLA VISTA 
Bella Vista, Arkansas 
HOTEL DE LAS AMERICAS 
Acapulco, Mexico 
THE TOWN HOUSE 
Hot Springs, Arkansas 
LAZY RAY RANCH 
Jemez Springs, New Mexico 
THE TRADING POST 
Allenspark, Colorado 
CM QUARTER CIRCLE RANCH 
Kalispell, Montana 
THE LODGE 
Cloudcroft, New Mexico 
YARMOUTH TAVERN 
Yarmouthport, Massachusetts 
LOMA LINDA LODGE 
Warren, Arizona 
P B LAZY DUDE RANCH 
Beehive, Montana 
DENTON’S MOUNTAIN INN 
Soquel, California 
SAGAMORE LODGE 
Sagamore Beach, Massachusetts 
I CASA 
La Luz, New Mexico 
HOTEL DEL CAMINO 
Laguna Beach, California 
HOTEL VICTORIA 
Taxco, Mexico 
MC CARTHY GUEST RANCH 
Victorville, California 
F K BAR GUEST RANCH 
Wickenburg, Arizona 
LAGONITA LODGE 
Big Bear Lake, California 
Here NSA members may meet other members from 
other cities. Here are vacations combining thrift and 
pleasure. Here work is forgotten for frivolity and fun! 
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CHAPTER HIGHLIGHTS 


Altoona, Pennsylvania: for the very out- 
standing meeting at which Albert Tangora, 
seven-times holder of the world’s typing 
championship, demonstrated spe<d on the type- 
writer. 

Denver, Colorado (Columbine Chapter): for 
the entertaining dinner meeting at which Mr. 
Lee Fondron of KLZ exhibited advertising 
posters. 

Paducah, Kentucky: for the most outstand- 
ing speakers of the year. 

Minneapolis, Minnesota: for the pleasant 
dinner meeting at which Mrs. Arline Olson, 
fashionist, gave a talk on fashions. 

Erie, Pennsylvania: for the interesting din- 
ner meeting at which Mr. Delbert W. Dal- 
rymple, Engineer on the Pennsylvania Rail- 
road, gave a very instructive talk. 

Winston-Salem, North Carolina: for the suc- 
cessful Boss Night dinner, highlighted by an 
address by John Perian, head of the Veterans 
Administration Training Section, on the “per- 
fect secretary.” 

Bay City, Michigan: for the delightful Moth- 
er-Daughter Banquet. 

Springfield, Ohio: for the never-to-be-forgot- 
ten meeting at which Mr. H. H. McDermott, 
Representative of the Greyhound Lines, show- 
ed movies of “This Amazing America.” 

Riverside, California: for the interesting din- 
ner meeting at which Mr. James Krieger, a 
prominent Riverside attorney, related his ex- 
periences in radio as a member of such pro- 
grams as “One Man’s Family.” 

Sioux Falls, South Dakota: for the informa- 
tive talk of Mrs. Stella Walker, Executive Sec- 
retary of the Sioux Falls Community Chest, 
on her work in the Altrusa Club, and the ad- 
vantages, pleasures and importance of club 
work to the business girl. 

Cleveland, Ohio: for the clever reports on 
the 1947 Convention given by Betty Brennan 
and Vera Shepheard. 

Mason City, Iowa: for the well-planned and 
interesting trip to Pella, the Holland city of 
America, to attend the Tulip Festival. 

Milwaukee, Wisconsin: for their very neat 
bulletin, “Waukee Talkie.” 
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Akron, Ohio: for the instructive dinner meet- 
ing at which Mr. J. E. Trainer, Vice President 
and Director of the Firestone Tire and Rub- 
ber Company, spoke on the subject, “A Pro- 
duction Man Views South America, West 
Africa and Europe.” 

Salina, Kansas: for the interesting dinner 
meeting, highlighted by a cosmetic and make- 
up demonstration by a Merle Norman repres- 
entative. 


Oakland, California: for the informative talk 
of Rex Parker of the Police Department. 


Kalamazoo, Michigan: Hats off to chapter 
member, Mrs. Juanita Phipps, who appeared 
on a recent “Take It Or Leave It” program 
and not only collected the $64.00 but won the 
jackpot of $350.00. 


Spokane, Washington: for the interesting 
meeting at which Mrs. Gladys Puckett of the 
Spokane Public Library discussed “Recent 
Books.” 


Chicago, Illinois—Lake Shore Chapter - for 
printing a really intellectual as well as enter- 
taining, newsy, personal and interesting bul- 
letin including a comprehensive quiz sheet 
among other features. 


Tulsa, Oklahoma—for the delightful meet- 
ing at which “The Rambler”, Mr. Roger Devlin, 
spoke in his own inimitable way on various 
subjects including anecdotes from his career 
as a newspaper man and columnist. 


Imperial Valley, California—for arranging 
for a pleasant meeting with Miss Evelyn Gui- 
dotti as guest soloist and Mr. William Duflock, 
Secretary-Manager of the El Centro Chamber 
of Commerce, as guest speaker. 


Jackson, Mississippi—for a most interesting 
contest promoting participation in the com- 
plete program of the Chapter as well as em- 
phasizing correct English, spelling and punc- 
tuation. 


San Bernardino, California—for the clever 
title page in the June bulletin, and for an in- 
teresting program with Ruth Martinez, Di- 
rector of Adult Education at Chaffey College, 
as guest speaker, whose topic was “A Stranger 
in Our Midst.” 





More Confusing Than Amusing 


Many writers of letters have considerable 
trouble in making a distinction between cer- 
tain words pronounced approximately alike 
but spelled differently. The following is but 
a partially complete list; however, these should 
be mastered so that every word can be written 
properly without hesitation: 

Accept and except: Accept means to take 
when offered or to agree to; whereas, Except 
is to leave out or omit. Thus: I accept the in- 
vitation. Everyone was there except Ruth. 

Affect and effect: Affect is to act upon or 
influence; to touch or move emotionally. Ef- 
fect is a result of some cause; a consequence. 
The play will affect many people. The effect 
of the play was startling. 

Censer and censor: Censer is a vessel for 
burning incense. Censor is an official examiner 
of manuscripts, enpowered to prohibit their 
publication; a critic. Thus; here is a censer 
for the ceremony. The censor has deleted this 
paragraph. 

Choir and quire: Choir denotes a group of 
singers. Quire refers to sheets of paper. The 
choir sang an anthem this morning. You will 
find a quire of paper on the table. 

Coarse and course: Coarse designates an 
object not fine. Course is the way passed over, 
or the direction taken. For the correct usage 
one would say: The fishermen used a very 
coarse net. Their course was rough, but they 
persevered. 

Complement and compliment: Complement 
is that which fills up or completes; full num- 
ber. Compliment is an expression of admira- 
tion. The ship had its complement of men. She 
received a compliment on her frock. 

Counsel, council and consul: Consel is to 


advise; a lawyer. Council denotes a body of 
men. Consul is a representative, particularly 
a representative of a country’s commercial 
interests residing in a foreign port or city. 

Credible and creditable: Credible means be- 
lieveable, or worthy of belief. Creditable de- 
notes an object worthy of praise. As, his story 
is credible. The efforts of the committee are 
creditable. 

Dual and duel: Dual designates two or dou- 
ble..Duel is a fight. One should say, with the 
dual purpose presented, the committee carried 
the motion. The two men fought the duel at 
dawn. 

Emigration and immigration: Emigration is 
going from one country to settle in another. 
Immigration is the act of coming into a coun- 
try to settle from another. Therefore, we say, 
emigration from our country in the past few 
years has been negligible. Immigration was 
speeded up immediately after the war. 

Indict and indite: Indict means to accuse. 
Indite is to put into words or writing; to com- 
pose. They may indict her for arson. He work- 
ed many hours to indite the complete lyric 
for the melody he was furnished. 

Lightening and lightning: Lightening is a 
verb meaning to relieve of weight; unloading. 
Lightning is a flash of light caused by the 
discharge of electricity between two electri- 
fied regions of cloud. Thus, by lightening the 
load, she was able to move faster. The lightn- 
ing was intermittant throughout the storm. 

Prophecy and prohesy: Prophecy is a pre- 
diction. Prophesy is a verb meaning to fore- 
tell. The prophecy was correct to a certain ex- 
tent. He will prophesy concerning the outcome 
of tomorrow’s game. 





WELCOME TO N.S. A. 


San Pedro, California—lInstalled May 12 by regis- 
trars Virginia and Betty Veach. Officers: Mrs. Irene 
D. Gros, president; Mrs. Ver Del Crow, vice-president; 
Kitty Wineteer, corresponding secretary; Jeanne Gulko, 
recording secretary; Mrs. Alda B. Barnett, treasurer. 

Ogden, Utah—Installed April 29, 1947 by registrars 
Claudia Smith and Ruth Hardman. Officers: Catharina 
Koldewyn, president; Marian J. Wilcox, vice-presi- 
dent; Lucille Larsen, corresponding secretary; Mary 
Flewelling, recording secretary; Maxine Layton, 
treasurer. 

Dallas, Texas—Installed May 24, 1947 by registrar 
Cora Selzer. Officers: Mrs. Mary Sue Goss, president; 
Jean E. Bruns, vice-president; Mrs. Mildred C. Brandt, 
corresponding secretary; Helen Stevens, recording 
secretary; Mable Peterson, treasurer. 

Lafayette, Indiana—Installed May 27, 1947 by regis- 
trar Hazel Campbell. Officers: Marjorie M. Knott, 
president; Mrs. Edith Ulrich, vice-president; Reginz 
L. Nagel, corresponding secretary; Helen L. Hurst, 
recording secretary; Dorothy C. Thoma, treasurer. 

Hartford, Connecticut—Installed June 4, 1947 by 
registrar Florence Graddy. Officers: Mrs. June S. 
Hartford, president; Mrs. Nellie P. Giorgio, vice- 
president; Mrs. Helen F. Rydzewski, corresponding 
secretary; Marion O. Slavenwhite, recording secretary; 
Margaret Cudemo, treasurer. 

Johnstown, Pennsylvania—lInstalled May 22, 1947 
by Dorothy MacPhee. Officers: Margaret R. Warshel, 
president; Mrs. H. Helen Geist, vice-president; Edythe 
Brubaker, corresponding secretary; Evelyn Blough, 
recording secretary; Eileen C. Bittner, treasurer. 


McAlester, Oklahoma—Installed May 7, 1947 by reg- 
istrar Nellie Voelker. Officers: Edwina Jones, presi- 
dent; Mrs. Laura Prickett, vice-president; Maurine 
Morgan, corresponding secretary; Lena Coffee, re- 
cording secretary; Mrs. Georgia Lewis, treasurer. 

Cincinnati, Ohio (second chapter)—Installed May 
22, 1947 by Helen EnHolm. Officers: Mrs. Elizabeth 
G. Wolfe, president; Mary L. Scholl, vice-president; 
Dorothy Wortman, corresponding secretary; Mrs. 
Linda Ellis, recording secretary; Rosalyn R. Shapiro, 
treasurer. 

Logan, Utah—Installed June 12, 1947 by registrar 
Claudia Smith. Officers: Mrs. Wilford G. Hale, presi- 
dent; Ruth Galbraith, vice-president; Burzell Burr, 
corresponding secretary; Marie Ames, recording sec- 
retary; Kaye Nelson, treasurer. 

Chickasha, Oklahoma—Installed June 13, 1947 by 
registrar Nellie Voelker. Officers: Mrs. Frieda R. 
Young, president; Mrs. Ruby Lee Melton, vice-presi- 
dent; Mrs. Mary Reed, corresponding secretary; 
Louwonia Baker, recording secretary; Mrs. Viola H. 
Kent, treasurer. ; 

Winona, Minnesota—Installed May 19, 1947 by reg- 
istrar Stella Marshall. Officers: Eleonore Voelker, 
president; Elaine May Roloff, vice-president; Edith 
Noeska, corresponding secretary; Lorraine Conaughty, 
recording secretary; Mable Peterson, treasurer. 

Parsons, Kansas—Installed June 27 by registrars 
Nellie Voelker and Virginia Veach. Officers: Ida 
Vaughn, president; Ann Youel, vice-ppresident; Donna 
Mae Polk, corresponding secretary; Norma Piggott, 
recording secretary; Mabel Jones, treasurer. 


PAGE FOUR 




















Dear NSA Girls — and Friends 


The first national convention of NSA is now history. At the close of 
every convention, I am sure we shall find friendships welded, understandings 
deepened, and learn that we have much in common. 


Now we have our second year of plans and hope for our own Association 
before us. You have given the wheel of direction to seven new officers— 
meet your new Vice Presidents: 


Virginia Chapman of the Southwest 
Karn Marie Hansen of the Northwest 
Margaret Dewyr of the Northeast 
Constance Kidd of the Southeast 


On another page you will find their picture. Know your Vice President— 
respond to every letter she writes you and do it with the “right-now”’ 
response. Just remember you are not nearly so busy as she is, for no doubt 
you are going to keep her busy answering you too. But it’s fun— so here's 
to the fun you and your Vice President are going to have writing about you 
and your problems, ideas and regionals. 


Now, meet your Secretary and Treasurer— 
Phama Martin of Anderson, Indiana 
Dorothy Henderson of Kansas City, Missouri 


These are your officers—they wish to get acquainted with you and you 
let them know ‘““Who's Who in NSA” down your way. Feel free to write 
any of your officers any time. 


Today when there is so much speed and confusion on every hand, we 
cannot happily hope for ease and perfect rhythm as we journey along. We 
may have many hindrances—but hindrances only make stronger leaders 
out of us. Hindrances are little things we leave behind as we climb up to 
heights of power and joy and happiness. 


NSA Girls everywhere, keep that hope of yours in NSA boundless, 
keep your faith well watered and cultivated. The human touch with other 
secretaries whenever there is an opportunity to meet this next year is the 
source of all love and understanding and all high endeavor. Meeting with 
other secretaries builds up enthusiasm and enthusiasm makes your person- 


ality “tick”. 


May the platform of Living for NSA’ers be one of joy, gratitude and 
dignity. 


As President Truman said, in an address to West Pointers a few months 
ago— ‘Give the best you have to give, no matter what they may say about 
you.” Yes, Secretaries—give the best you have to give to your Association 
—100% cooperation on the part of every NSA’er will take us far in our 


“building” for NSA. 





Sincerely your President — and Friend 


IRENE GADELMAN 
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SIX REASONS WHY%yqvY 


Big Things FROMs WN: 


KARN MARIE HANSEN, Northwestern Vice 
President. Native of Minnesota. Charter member 
and past president, St. Paul Chapter. Graduate 
of University of Minnesota. Executive Secretary 
for Field-Schlick, Inc., one of St. Paul's leading 
department stores. During World War II served 
as First Lieutenant, Civil Air Patrol, in command 
of Headquarters Flight at Minnesota Wing 
Headquarters in Minneapolis. Also spent three 
and one-half years on Canteen Staff of St. Paul 
Chapter of American Red Cross. Plays glock- 
enspeil in the Field-Schlick Drum Corps during 
the famous St. Paul Winter Carnival celebrations. 


MARGARET DEWYR, Northeastern Vice 
President. Native of New York. Charter member 
of Buffalo Chapter and acted as Adviser. Grad- 
uate of Mount Saint Joseph Academy and 
Bryant & Stratton Business College. Former 
legal secretary; Executive Secretary to large 
technical engineering organization. Now per- 
sonal secretary to the president of an industrial 
firm. Club affiliations: Buffalo League of Adver- 
tising Women, Automobile Club of Buffalo, 
Mount Saint Joseph Alumni Association and 
Mount Saint Joseph Teachers College Auxiliary. 


PHAMA MARTIN, Secretary. Native of Indi- 
ana. Charter member and first president of Kik- 
thawenund Chapter, Anderson, Indiana. Later 
served as Inter-Chapter Correspondent. Delegate 
to 1946 National Convention. Member of 1947 
National Convention Committee. Began her sec- 
retarial career in Anderson and is now secretary 
and office manager for a large wholesale auto 
supply house. 
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YOU MAY EXPECT 


NSA THIS YEAR 


CONSTANCE KIDD, Southeastern Vice Presi- 
dent. Born in Moline, Illinois. Charter member 
and past president of Aconsa Chapter, Ashe- 
ville, North Carolina. Began her secretarial and 
business career in Asheville. Served as secretary 
to the County Attorney for sixteen years and is 
now employed by a local well-known law firm. 


VIRGINIA CHAPMAN, Southwestern Vice 
President. Native St. Louisian. Past president 
of St. Louis Chapter. Former editor of chapter 
bulletin, St. Louis Salute. Received her academic 
education at Visitation Convent in St. Louis. She 
has been in the secretarial profession for the 
past 18 years, connected with well-known cor- 
porations such as Aetna Casualty & Surety Com- 
pany, The Texas Company, and at present is 
secretary to the Manager of the Southwestern 
Engineering and Service Division of Westing- 
house Electric Corporation. 


DOROTHY HENDERSON, Treasurer. Born in 
North Dakota. In 1909 moved to Nodaway Coun- 
ty, Missouri with her parents. Charter member 
of first Kansas City chapter. Served as first 
treasurer and later elected vice president. Attend- 
ed Business School at St. Joseph, Missouri. Be- 
gan her career as a legal secretary in 1926. In 
1931 became secretary to a well-known Kansas 
City law firm, handling all income tax work for 
the firm, which position she now holds. Recog- 
nized as an outstanding and efficient stenotypist, 
and assisted in reporting 1946 NSA Convention. 
Club affiliations: Member of D. A. R., Business 
& Professional Women’s Club of Kansas City, 
Associated Stenotypists of America. Also mem- 
ber of board of directors of Floral Hills, Inc., 
and various other corporations. 
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A Tribute to our Past President, and the 
Members of Her Beard. 





MRS. IRENE NELSEN 


In the midst of the enthusiasm and excitement 
of greeting and meeting our new National Offi- 
cers, let us pause for a moment in tribute to one 
who performed a magnificent task this past year. 


Loyal, industrious and capable, Irene Nelsen 
has earned the respect and affection of those 
with whom she has been associated. Her services 
to the organization have been of inestimable value. 
That she contributed greatly to the development 
and growth of N. S. A. this past year is un- 
questioned. 


Intent on fulfilling her obligation as leader of 
the Association, she resigned her position as sec- 
retary to Theodore S. Turner, prominent attor- 
ney of Seattle, Washington, on October 31, 1946. 
Thereafter she devoted her entire time to reshap- 
ing the organization and in furthering the ideals 


of NSA. 


A salute to Irene—a grand girl! 
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And now, let us also pay tribute to the members of her Board who so ably 
assisted in laying the foundation of this excellent organization. They prof- 
fered the soundest judgment in connection with all major decisions with 
patience, tact and courtesy. 


To each member of the 1946-1947 National Board we owe a debt of 
gratitude for untiring efforts in our behalf. We acknowledge you as cap- 
able, hard-working, result-getting secretaries, and take pride in your ac- 
complishments. 


Thanks. St. Paul 


The delegates and guests to the National Secretaries Convention held in 
St. Paul will never forget the friendly hospitality extended to them by the 
St. Paul Chapter for four wonderful days. The entertainment, comfort and 
well-being of their guests seemed to be their first concern. In making all 
arrangements for guests and delegates, they gave every attention toward 
making it a most pleasant as well as highly profitable meeting for every- 
one. Each of us, whether attending in official capacity or otherwise, ap- 
preciate all the considerations shown to us. So, to St. Paul and the National 
Convention Committee, we say, “Thanks!” 
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THE LETTER CLINIC 


by Auine E. Hower 


SUCCESSFUL LETTER WRITING IN APPLYING FOR A POSITION 


“You have done so much to develop William 
Smith, your former assistant, whom I knew in 
school,’ wrote a young university graduate to the 
personnel director of a large organization, “that 
I should be very grateful for the privilege of 
working under your direct supervision. I believe 
I could serve you to your advantage.” 

This letter produced an offer of a position, 
and when the young man went to see about it, 
he found the personnel director was carrying 
his letter in an upper left-hand pocket! 

Employers are human. They like to have people 
around who want to be there. 

Sincere Approval 

Approval has to be absolutely sincere. Flattery 
is transparent and dangerous. Find out some- 
thing about the prospective employer's credit. It 
may be a progressive attitude, fine working con- 
ditions, national advertising, or other details. 
Don't enlarge on these things. But refer to them 
to show an intelligent understanding and appre- 
ciation. 

The opening of a letter of application is par- 
ticularly important. It should definitely be a star. 
Avoid the trite, “In answer to your advertisement 
in the evening Sun, I wish to apply for the posi- 
tion as accountant.” Put it more as the young 
man did who received an interview because his 
opening was different from the others: “You 
have advertised just such a position as I have 
been looking for.” 

An applicant is often judged by his opinion of 
himself. Of course egotism is not becoming, but 
everyone should put his best foot forward. He 
should be confident of his own ability. Here is an 
answer to a newspaper advertisement which ob- 
tained an interview for the applicant as well as 
an offer of a position: 

Your advertisement attracted me because I 
have all the qualifications you are seeking—ad- 
vertising experience, secretarial experience, and 
capability. As to a pleasing personality, I don't 
like to throw bouquets at myself—just grant me 
an interview and I shall be glad to let you decide 
that for yourself. 

Here's a general outline of my education and 
experience: 

Education: Three years high school; business 
college course; five years university extension 
work at night in advertising, letter writing, and 
real estate law and fundamentals. 

Experience: Fifteen years’ experience—general 
office work, secretarial duties—handling adver- 
tising. For the past three years I have been sec- 
retary to the sales manager of the Blank Co., Mr. 
Jones. I also handle the advertising here. 

As I[ would not like to jeopardize my present 
position, I should like you to consider this ap- 
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plication confidential. However, if I should be the 
fortunate one to be selected, you would have my 
permission to call up Mr. Jones and ask him any 
questions you'd like. 

Let's talk it over. 

Asked about the most common faults in letters 
of application, the personnel director of one large 
corporation answered ‘Incompleteness.”’ 

“Our advertisements usually ask the applicant 
to give his age, experience, education, and salary 
desired. Answers frequently lack one, two, or 
even three of the items in question, and are thrown 
right into the wastebasket.” 

ea Salary Question 

Perhaps nearly everyone hesitates to mention a 
salary. A difference of a few dollars might pos- 
sibly keep one from obtaining a desirable posi- 
tion with opportunity for advancement. Never- 
theless, when an employer insists on this informa- 
tion, there is nothing to do but give it. Sometimes 
a sentence like “About the salary, may we talk 
it over?"’ may get around the point neatly. This 
shows that the applicant has noticed the question 
and is open-minded. 

When the employer insists, also give age and 
church affiliation. Otherwise these items should 
generally be omitted. 

A helpful, sincere letter is generally the best 
approach. Stunts or cartoons to illustrate the text 
may impress the employer unfavorably. 

Be sure your letter of application has a “hook.” 
Make action easy for the prospective employer. 
Let your closing ask for an interview or what- 
ever action seems logical. Be sure to make your 
address or telephone number very plain. If at all 
possible, and you can do so logically, suggest that 
you will telephone the prospective employer to 
find out his instructions. In that way you give 
your letter a sure “hook.” 

The heading consists of the applicant's street 
address, city, and the date written one under the 
other. The reader’s name or box number and ad- 
dress are inserted as usual. The salutation is 
“Eee Pee. ........ ,” or “Gentlemen,” as a rule. 
The complimentary close may be “Sincerely 
yours” or ‘Very truly yours.” 

See. that your envelope is inviting. Often a 
large envelope makes a better impression, but 
this is not always true. You will be the best judge 
in each particular case. 

If at all possible, typewrite the letter or have 
it typed. If this cannot be done, write in pen and 
ink just as legibly as possible. 

Remember, great care that every detail is at- 
tractive and correct is a powerful form of ap- 
proval. It is the most forceful indication that you 
will be a painstaking, effective addition to the 
employer's staff. 





Announcements to Memtershin 


Effective as of May 31, 1947, Mr. George R. 
Turner resigned as our Managing Director. In the 
future, all correspondence should be directed to 
the Executive Secretary. 


Transcript of our 1947 Convention minutes has 
been completed, and is ready for mimeographing. 
As resolved at the 1947 Convention each chapter 
will be privileged to purchase one copy of these 
minutes for its files for the nominal charge of 
$2.00. Please place your order immediately so de- 
livery can be made to you soon. 


That NSA is growing in recognition is evidenc- 
ed by the bids received from Akron, Ohio; Co- 
lumbus, Ohio; Chicago, Illinois; New York City; 
Los Angeles, California; Baton Rouge, Louisiana 
and Washington, D. C. for our 1948 Convention 
site. By popular vote Baton Rouge was selected 
as first choice, with Washington, D. C. as sec- 
ond choice. 

During the time A BETTER WAY TO DO 
IT has been running in The Secretary there has 
been a very fine response from the membership. 
Many duplications are being received, and there- 
fore, in order to avoid showing partiality, it is 
necessary to discontinue this column for the pres- 
ent. Your contributions have been appreciated, 
and we thank you for the interest shown. 


Henceforth, The Secretary will be the official 
mouthpiece for important announcements, flash 
news and general information to the membership. 
Watch for this column in each issue. 


NATIONAL HEADQUARTERS REQUESTS: 


THAT any member finding it necessary to 
transfer from one chapter to another, secure 
proper Transfer Form from the Headquarters 
Office. 

_ THAT a correct list of all active members 
of each chapter as of July 1, 1947 be forwarded 
to our National Executive Secretary. 

THAT each chapter bulletin carry the name 
and address of the editor and her assistants. 

THAT for compilation purposes a history of 
your chapter name be forwarded to National 
Headquarters. 

THAT Headquarters Office be notified im- 
mediately of any change of address, or change 
in name. 

THAT our goal for 1947- 1948 be 100% 


renewals. 
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Made of Highest Quality Envelopes Tinted Inside 
100% Rag Paper in to Match Sheets 
Luscious Bon Bon Colors NSA Crest in Gold 


Dainty feminine note size 
60 Sheets 30 Envelopes 


50 
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National Secretaries Association 
1005 Grand Avenue 
Kansas City, Missouri 

Please send Boxes NSA Stationery 
Orchid 
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OUR NEW SONG— 
BE LOYAL TO N-S-A! 


Let “Freedom’s Bell” resound 

In all the world around... 

Let us pay homage to our “Independence Day”: 
Enshrine that vision and courage 

Of members of N-S-A! 

Let’s lay aside all fear 

And build a structure here . 

A mighty tower, one of strength in ev’ry way: 
With standards high, we cannot fail 

BE LOYAL TO N-S-A! 


Let us cooperate 

With ev’ry city, state... 

Let us be honest in our work and in our play: 
Engrave that purpose upon our hearts 

As members of N-S-A! 

We have a job to do 

To get our bosses’ view ... 

A mighty task, requiring strength from day to day: 
With standards high, we cannot fail 

BE LOYAL TO N-S-A! 
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NSA MOVES FORWARD 


The second Annual Convention of NSA, held 
in St. Paul, Minnesota, is now history. 

On Thursday, June 5, some 187 delegates and 
guests assembled to participate in the four-day 
event. 

Enthusiasm ran high. Vivacious, sparkling, am- 
bitious secretaries quickly located themselves in 
their respective rooms—then began to drift from 
one group to another renewing acquaintances, 
making new friends, and in general NSA-ing. 

A very appropriate “‘ice-breaker,’ and a most 
enjoyable one, was the Open House on Thurs- 
day night, compliments of the St. Paul and 
Minneapolis Chapters. A long table, beautifully 
decorated, covered with delectable “‘tasties’’ and 
a large bowl of punch, greeted the members’ 
eyes as they entered the Capital Room of the 
St. Paul Hotel. And for entertainment—a stroll- 
ing accordian player—Mm-m-m-m! Gaiety was 
so in full swing, the closing hour passed into ob- 
livion. But what a wonderful way to begin a 
Convention! 

The Convention doors were thrown open 
promptly at nine o'clock Friday morning for busi- 
ness, and by nine-thirty all delegates and guests 
were comfortably seated in their proper places. 
Miss Clara Krueger, Convention Chairman, wel- 
comed the assembly. Response was given by Mrs. 
Irene Nelsen, presiding officer. Following the 
official delegate poll, the balance of the morning 
was devoted to hearing reports of the national 
officers. 

Through the courtesy of Field-Schlick, Inc., 
the members were privileged to view the fashions 
of the season. Eyes popped, mouths watered, and 
later, a few “just had to make that certain pur- 
chase’"—so away they dashed to do so. After 
such a pleasurable hour it was extremely diffi- 
cult to settle down to business, but the amanu- 
enses dutifully adjusted themselves and spent a 
most profitable afternoon discussing Association 
affairs. 

Informal District Dinner meetings were held 
Friday night, which afforded the opportunity for 
members in their respective areas to become bet- 
ter acquainted with each other, and to exchange 
and interchange ideas along the line of Chapter 
activities. These meetings proved to be very 
worthwhile as evidenced by the late hour of ad- 
journment. 

Promptly at nine o'clock Saturday morning, 
though a bit weary and sleepy-eyed, all delegates 
and guests reassembled in the Convention Hall 
for the final day's business at hand. At the morn- 
ing session recommendations were received from 
the Resolutions Committee, pertaining to revision 
of the By-Laws, educational program, election of 
national officers, selection of a national Collect, 
development of insurance feature, elevation of 
standards of “Order of the Quill,” a home for 
secretaries, adoption of a new NSA song, and 
various other matters. 

The afternoon session was devoted to election 
of national officers, Convention bids and selec- 
tion of Convention site for 1948. 


The piece de resistance, and highlighting the 
Convention proper, was the long-awaited ban- 
quet Saturday night. Welcoming the period for 
relaxation, the guests ga‘hered in the Casino 
Room for cocktails and later adjourned to the 
banquet hall. The program was a never-to-be- 
forgotten one. The guest speaker, Mr. R. Kozelka 
of the University of Minnesota, implanted in 
the minds of all those in attendance the use- 
fulness and necessity of an organization such as 
the NSA. His very inspirational talk will long 
be remembered. Needless to say, the music fur- 
nished by Reuben Olander and the Osman Shrine 
Chanters was superb, and left the audience thrill- 
ed and animated. To add amusement, a strolling 
magician did slight-of-hand tricks leaving many 
guests bewildered. Climaxing the evening was the 
ey ee of gifts to retiring officers by Mary 

all Helperin, one of our Reanians members. 
The announcement of new officers for the year 
closed a very successful evening. 

The farewell breakfast on Sunday morning was 
a lovely affair, filled with pleasant memories. 
Suspense reigned supreme until the announcement 
of the Scrapbook and Bulletin Award winners. 
The results were as follows: 

Scrapbook award to St. Louis, Missouri. 

Honorable mention to: Des Moines, Iowa; Buf- 
falo, New York; and Duluth, Minnesota. 

Bulletin award to Canton, Ohio. 

Honorable mention to: Anderson, Indiana; 
Muskegon, Michigan; and Muncie, Indiana. 

Names of winning chapters will be inscribed 
on a plaque to be retained at Headquarters Office. 

Gifts were presented to Irene Gadelman by 
the Southwestern region, and to Retiring Presi- 
dent Irene Nelsen from delegates and guests. 

Compliments were bestowed upon Frances 
Koefod of Seattle, Washington, the National 
Historian for her workmanship in preparing the 
National Scrapbook—an admirable production. 
It will be retained in Headquarters Office and it 
is hoped that each member will be privileged to 
view its contents. 

Installation of new officers by Irene Nelsen 
concluded the breakfast program. Each officer 
accepted her official duties with conscientious 
sincerety. The membership may be assured that 
under the leadership of the new Board, NSA 
will have another outstanding, successful and pro- 
gressive year. 

From the tour of the Twin Cities, through the 
constructive business meetings, the delicious meals 
available, delightful style show, candle-lighted 
banquet, interesting speakers, and concert by the 
Osman Shrine Cheainns to the presenting of 
special awards for the best scrapbook and bulletin 
of the year, the Convention was one long, gay 
adventure. 

For a more detailed and complete report of 
business activities, it is urged that each chapter 
obtain a copy of the Convention Report from 
Headquarters for perusal and study. 

NSA has accomplished much in this past year, 
and the future holds unending possibilities. “Put 
your shoulder to the wheel’’ and lend your aid to 
the furtherance and betterment of the Association. 





NOW! Official NSA Book Matches! 


>t WIN LOCAL RECOGNITION 
and PRESTIGE 
for YOUR CHAPTER! 


b> F hose to help YOUR CHAPTER to win still greatcr 
recognition and prestige . . . right in your own cor.- 
munity? Then check this new NSA idea .. . it’s simple, friend- 
ly, and sincere . . . and it always succeeds. 


At every meeting let each member buy cartons of these 
impressive imprinted NSA book matches. Then, by distribut- 
ing them throughout the offices in which she is employe:l, 
each member can have the pleasure of participating in cn 
important chapter public relatious activity. 


Every year, as you know, advertisers spend millions of 
dollars for book matches . . . consider them “tops” as sales- 
stimulators. Now, at very small cost, these book matches can 
flash your NSA message before thousands of your town’s top 
executives . . . the very men whose esteem and goodwill aie 
so important to you and your chapter. 


But that’s not all. These book matches help you to attract 
new members. Each book, having twenty “lights”, repeats the 
NSA message twenty times . . . makes many persons know 
about your chapter, know where it is and what it does. Arouse 
interest now, start folks talking NSA—start these book 
matches working for you! 


ACT NOW! —Our supplier has so many orders for 
advertising matches that he can’t promise better than 45- 
day delivery. So it’s best to order your supply promptly ... 
in fact, RIGHT NOW! The cost is low... . the results amazing 
—so don’t delay! 


HOW TO USE MOST EFFECTIVELY 


@ Sell your chapter’s NSA matches to members for distribution at 
their offices 

@ Sell your matches by the case to office building cigar stands. They 
need matches to give with tobacco purchases. Will gladly pay about 
$5.00 a case for yours . .. and then they'll pass the NSA word 
around by putting your NSA matches into the hands of thousands of 
smokers. 
See that local executives, personnel managers, office managers, are 
always liberally supplied with your NSA matches. Keep your ad- 
vertising matches on their desk, and in their hands and pockets... 
it will pay you well. 

@ Keep your NSA matches near every ashtray at your club rooms. . 
in “help yourself” bowls, too. 

@ Distribute NSA matches freely, at Boss Night dinners, Guest Night 
dinners, and similar occasions. Remember, the more you distribute— 
either free or at cost—the greater your results! 


Di stinctiuely D ifjenend 


NSA matches are printed on super-celuxe 
ruby-red stock, with the NSA message and 


your chapter name (or your own name) in 
gold. Even the ‘‘texture’’ is different—at- 
tracts more attention to your message on the 
front cover. And the cost is low. . 


Only LIE | 


A Carton of 50 Books 


Minimum order - 2500 books .. . $14.50 








Fill Out This Coupon - Mail Today! 


National Secretaries Association 
1005 Grand Avenue 
Kansas City, Missouri 


Please send us cases of NSA 
Super-Deluxe Book Matches at $14.50 
a case of 2500 books. We enclose check 


Four cases or more, same imprint, 
freight paid. 1, 2 or 3 cases, f.o.b. 
Universal Match Corporation, 

Louis, Mo. 


IMPRINT OUR MATCHES AS FOLLOWS: 

















